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m Welcome to the NRC’s Desktop
C] Correspondence Guide.

his guide is designed to help you improve the quality of the letters you draft to
Members of Congress, the general public, the nuclear industry. petitioners, environ-
mental groups, and others. It is brief and desizned to serve as a reminder rather than

as a teacher
Ihis guide also supplements the NRC’s new, one- 1., quality of correspondence course
The guide covers the following topics

@ Assessing incoming correspondence

® Gathering information

® Organizing information

@ Writing the letter

The final section is the Handy Handbook
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B ., Why a desktop guide to
correspondence?

This question grew out of the agency’s public responsiveness initiative to improve the timeliness and quality of
agency correspondence. The quality of NRC correspondence directly reflects the agency's responsiveness to the
concerns of the public. When the Commission heard of plans to develop a desktop letter-writing guide, one Com
missioner commented, “The trounle with deskiop guides is that that's where they tend to stay - on the desk, un
opened and unused.”

That gave the working group tasked vvith developing the guide a goal: to develop a desktop guide that will be opened
and that will be used. The best way to do this, we decided, was to develop a guide that was different from the usual
NRC publication - different in format, different in style, different in content. Of course, we also wanted to produce
a user-friendly document, relevant to the NRC, that addresses real NRC correspondence issues and provides accu-
rate and practical advice

The guidge may look simplistic. It's supposed to. We want you to pick it up and guickly locate what you're looking
for. We've also used actual examples of incorning and outgoing correspondence, but modified them to protect the
writers” identities

Many of you don’t need the information in this guide. You're already good writers. In that case, this guide may
serve as a bref refresher. Others of you may benefit from reviewing selected parts of the guide - that's why we've

made it easy to skim through

We hope that the guide will help improve the quality of NRC correspondence, and we hope that you do open
and read it

The Quality of Correspondence Working Group
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Assessing Incoming Correspondence

Remember when you first started studying math in elementary school, and you learned how to do those
dreaded word problems? The key to solving these problems was to read each one carefully to determine
the real question so that you could properly set up the equation. That technique is also the key 1o success
in drafting correspondence: you have to read and assess incoming correspondence very carefully before
you can begin to draft an appropriate response. To assess the incoming correspondence, answer the follow-
INg questions:

@ Who wrote the letter? To whom is it addressed?

The identity of the letter writer is the key to the style and content of your response. All letters
deserve a thoughtful response, but a letter from a senior scientist will elicit a response that will
differ from your response to a letter from a child in elementary school. The agency receives
letters from both kinds of correspondents—and all sorts in between

What is the writer saying? What does the writer want to know?

Many letter writers ask one or more specific questions. Carefully list or underline each question
so that you can be sure to cover each one in your response

Other correspondents want general information. “Please send me information about NRC in
spections,” one recent letter began. Giving such letters a somewhat general response 1s all right
We want to be responsive to individuals, but we are not required to do an individual's research
However, we can refer them to some of the materal cited on page 25. Still others may not want
information; they *vant to tell the NRC how they feel about a particular subject. This response
will be easy to write; a polite acknowledgment will usually do the trick

@ What does the writer expect in response ?

From time to time, you will receive a letter from an individual or group that expects more than
a letter in response. The request may be for a visit or for a telephone call, or it may be for
informational brochures. Again, be sure you read the letter carefully, take note of any such
requests, and either provide the requested response (by including, for instance, informational
brochures) or explain why the request cannot be met. For example,”Although I am not able to
meet with you personally, 1 assure you that | welcome your interest and value your opinion....”

What is the writer’s attitude?

Don’t let yourself be influenced inappropriately by the writer’s attitude. This can be difficult at
times. An irate or misinformed letter writer may arouse your anger and, in turn, influence the
content and tone of your response. Don’t let that happen. Your job 1s to be professional and
thorough — regardless of the tone of the incoming letter

Turn to the next pages to see three sample assessments.
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Assessing a Sample Letter from a Senator
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ASSESSING INCOMING CORRESPONDENCE

(]

Assessing a Sample Letler from a Senator

Who wrote the letter? To whom is it addressed?

In this case, the writer is a member of the United States Senate. It is a letter that contains a good
deal of factual material and was sent to the Chairman.

What is the writer saying? What does the writer want to know?

In brief, the Senator is saying this: You, NRC, are reviewing a license renewal request from a firm
that wants to supply certain equinment to the Army. However, the price it is proposing to the Army
doesn’t include the cost of pos e decommissioning, and the firm has said that decommissioning
costs should be paid by the Army. By not including these costs, XYZ's bid is low and XYZ may get
the job. I am concerned about this for two reasons. First, one of XYZ's competitors for this contract
1s from my State and will probably lose out on the contract because of XYZ's low bid. Second, the
Army budget is tight already and the Army shouldn’t get stuck with having to pay the decommis-
stoning bill; that should be the responsibility of the supplier

What does the writer expect in response ?

In this case, the Senator is specific. He wants to make sure that the NRC is fully aware of what is
really going on here. Then he wants us to look into the matter to know what we are doing and to
advise him of the outcome

What is the writer’s attitude?

Positive and professional. He might want the NRC to deny the license renewal to XYZ so that his
constituent might benefit, but he is not asking for that. Instead he is giving NRC specific informa-
tion he feels should be considered in the evaluation of the XYZ renewal package

The ABCs of Better Correspondence m



Assessing a Sample Straightforward Letter
from a Citizen

Wednesday, March 1, 197 — m

President ndrew Bateson
The Wihite FHowse
1600 Pennsyluania ruence

|
‘ Waskington, D. €. /
|
|

Dear President Cateson: /
Fine o the great purifien! Theneforne, send all wuclear waste to the

Huclear waste volume and weight are amall, so the rvockets cowld fe
amall. To protect oun population. while the nocket is loaded, emcapow- @
late the bunbens that howse the nockets in lead. /

% The muclear waste on the rockets temporar ily needs to be comtained,

| e, only a few kouna. So probably a lessen radiation shield
reguined than wow wied when (&' bunied om earth becawse hene ¢
be chiclded against humdreds of years of decay.

WUASH has scientists whs can figurne out the details.

! Pleace comsiden this. Life s precious! Thanmks fon listeming! /@
Reapectjully & sincenely,

M. Foney Jones

m U.S. Nuclear Regulatory Commission
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ASSESSING INCOMING CORRESPONDENCE

Assessing a Sample Straightforward Letter
from a Citizen

Who wrd ‘e the letter? To whom is it addressed?

The writer is a member of the general public, a citizen who appears to be sincerely concerned
about the probl 1 of nuclear waste disposal and has decided to write to the President of the
United States. The fact that her letter is handwritten on flowered stationery suggests the personal
nature of her interest

What is the writer saying? What does the writer want to know?

The writer believes that she has a solution to a problem about which she has read or heard and about
which she is concerned. Some of the material in the letter indicates that she has some very general
knowledge of the subject, and she has used innate intelligence and logic to devise a solution to the
problem. She is saying she wants to help

What does the writer expect in response ?
She hopes that she has solved the problem of nuclear waste disposal. She has asked for nothing
specific and probably expects nothing. But her letter should be answered. She should receive a

response that includes a general explanation of how waste is handled and of NRCs role in ensuring
the health and safety of the public

What is the writer’s attitude?

Warm, friendly, concerned, but positive. Her letter conveys sincerity

The ABCs of Better Correspondence @



Assessing a More Complex Letter from a Citizen




ASSESSING INCOMING CORRESPONDENCE

Assessing a More Complex Letter from a Citizen

@ Who wrote the letter? To whom is it address: d?

The writer is a member of the general public; she does not indicate an affiliation with any
specific group. She also indicates that she has written to the NRC many times previously

What is the writer saying? What does the writer want to know?

The writer has many concerrs about the approval of certain waste-storags casks. She says, in
the last paragraph, that she simply doesn’t want to see them used. She wants NRC to review
the cask design very carerully and deny the application

@ What does the writer expect in response ?

She wants to hear exactly what the NRC is doing to address her concerns—in this case, no
small request

@ What is the writer’s attitude?

Negative, somewhat hostile toward the NRC, the cask manufacturer, and the utilities. Nonethe
less, she has taken the time to express her concerns in detail

The ABCs of Bexter Correspondence -
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GATHERING INFORMATION

Facts must come first. If you are asked to draft a letter, you probably know the basic facts of the issue,
but you may ne«d some additional information. In particular, you should be sure to determine what, if
anything, the Commission or senior agency executives have said on the issue recently. Here are some
specific suggestions as to where you might find the information you need

m Branch Offices

Your Branch office may well nave much of the background material you need. You may also
want to check with other Branches responsible for issues to be addressed in the letter. Branch
offices are a particularly good source of “boilerplate.” (Boilerplate is standard language that is
used repeatedly in discussions of a particular topic in publications, speeches, letters, or other
publicly available documents.)

@ Citizen’s Guide to NRC Information (NUREG/BR-0010, Rev. 2)

This brochure describes sources of agency information available in printed and electronic form
You may want to reference some of these sources in your response, or you may want to include
a copy of one or more of them with your response.

Colleagues

Brainstorming with colleagues may be the way to begin. Sit down with one or more of them
and share ideas and opinions. And take good notes

Computer Databases

NRC computer databases, NUDOCS, and any subsequent agency-wide system, can provide
technical information or lead you to the information you need. You can also check the NRC
Media Briefing Papers on the agency LAN. (Talk to your Office computer coordinator if you
need assistance.)

NRC Information Digest (NUREG-1350)

This booklet is an excellent source for general data about the nuclear industry in the United
States and about NRC activities in general.

NRC Library

This facility, in Two White Flint North, includes many volumes of interest. Its trained staff can
help you locate other material through its interlibrary loan agreements

Office of Public Affairs

OPA can provide copies of press releases that the agency has issued on specific subjects, as well
as copies of speeches given by the Chairman and the Commissioners. OPA also has brochures
and fact sheets that you may use as reference material or include with your letter

BEE B

[

WorldWideWeb/FedWorld/Netscape

Netscape is an icon-based computer software system that can put you in touch with vast re-
sources that address a multitude of subjects. If you do not yet have access to this software,
discuss getting it with your supervisor and the Office of Information Resources Management

For a listing of published sovrces of information that may be helpful or that you may want to reference
or include in your response, see page 25.

Now let’s do something with those facts. Turn to Page 11.
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" ORGANIZING INFORMATION

Organizing Information

Now that you've assessed the incoming correspondence and found the information you need to draft

YOur |L"~;‘\‘H“a

Resist the temptation to begin drafting your response right away. You're not ready yet. Before you begin to

write, take time to organize the information

Structure your response.

Your letter should havc an opening, a middle, and a closing. The easiest way to ensure this is to
orgamze your thoughts before you begin writing. This doesn’t have to be a formal process. Just
jotting down ¢ of major points with examples and supporting data, where appropriate, will
usually suffice € Key 1s 1o organize these points into a logical order that best responds to the

incoming. Ho vou do this

Take your lead from the incoming letter.

[tem B on page | suggests that you make a list of the questions the writer asks Begin with that list,
and using the information you have gleaned, write your answer to each question. If the incoming

was logically organized and asked a series of discrete questions, you need do no more to organize

your response than to answer them in the same order in which they were asked. Otherwise

Organize by logic.

Orgamize your response according to some logical plan. In some cases, you may want to organize it

C

by subject matter presenting all the information on one subject hefrr; yuld goon to another: in other
ases, organizing information in chronol 4l urder may be appropniate. In any case, have a plan

I begin
Remember: “One thought, one paragraph.”
Make it easy for your reader and yourself Fach }‘J'J}.‘Y.t}‘h should address just one topic The
paragraph should begin with a topic sentence that states the subject or core idea of the paragraph. 'n
responding to incoming correspondence, that topic sentence often will address a specific question

raised in the incoming. The remainder of the paragraph presents the supporting informa

practices—that responds to the question or concern

Now turn the page for several examples.
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Beginning and Ending Letters

Sample Openings

mmission




Beginning and Ending Letters

i m Structure your response.

l I'he beginning of the letter sets the tone and concisely summarizes the purpose of the letter; do not

recapitulate every point mentioned in the incoming letter

'he closing should be cordial and indicate what, if any, further action NRC will take. Wheney
appropriate, the name of an NRC contact should be provided

| Take your lead from the incoming letter.

Note how the openings and closings on page 12 vary. It is important that the

| npa y ey """ prid th
incoming letter. For instance, it would be inappropriate to begin your re sponse to a highly criti
angry letter with “Thank you for your letter of Letters from the Chairma { I 10Nes
senior government officials or Members of Congress should ordinarily be quite formal. The final
closing shown on page 12 was used in response to a letter similar to the example on page 4 and wa

quite appropnate to the incoming
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Organizing the Body of the Letter

You requested information on the offsite reception centers at nuclear power
plants. Because most of the information you requested is found in the offsite
emergency plans and procedures, we have referred your request to the Federa
Emergency Management Agency (FEMA), which is the lead Federal agency
for oftsite emergency planning and preparedness. It 1s our understanding that
FEMA is compiling the information and will respond to you shortly

You also expressed concerns about the criteria NRC uses in determining m
reasonable assurance’ and the evaluation of the ‘ld(,'\|il.1\ y Of reg epuon
centers. We are continuing to review these concerns and will inform you of

the results of our review when it 1s completed

"As authornized by Section 274b of the Atomic Energy Act of 1954, as /

amended, the NRC entered into an Agreement with the State of New York

whereby the State assumed regulatory authority over the use of certain
categones of radioactive materials, while NRC jurisdiction is retained in some
cases.. Within the State, licensing of byproduct materials and compliance

with apphcable regulatory requirements are delegated to four departments
New York State Department of Health, New York State Department of Labor
New York State Department of Environmental Conservation, and New York

City l’&';“xlfl!u'ilf of Health

substantial amendment

cguialory st




! ’ ; ORGANIZING INFORMATION

Organizing the body of the Letter

@ Your letter should have an opening, a middle, and a closing.

We've just looked at some distinct openings and closings. Now let’s look at the middle
or body of some letiers. The middle or body of the letter contains the message you
want to convey. It should be concise but complete and organized so that it can be
readily understood by the recipient. See some examples on the following pages. Note
that they are concise and straightforward

Take your lead from the incoming letter.

The incoming letter can help you with organization of the body of the response. By
summarizing the concerns raised, you can get a start on your reply

Organize by logic.

he third example on page 14 was written in response to a deiailed, somewhat ram
bling incoming letter. The response is easy to understand because it is written accord
Ing to a predetermined plan. In this case, the writer has started at the beginning, with
the Act that established the existing procedures and then gone on to the present status
It 1s a logical, chronological flow

@ Remember: “One thought, one paragraph.”

In the final example on page 14, taken from an actual reply to a Congressman, the first

paragraph of the body of the letter deals with financial concerns, the second with pro-

cedural ones

Finally, let’s use the blocks to build our response.

The ABCs of Better Correspondence
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Writing the Letter

It's time to write, and you may not have a lot of time.

Deadlines are a fact of life at the NRC. Once you've finished with the preliminanies, it's time to
draft the letter. If you have the information and a sense of how to organize it. the writing will
not be difficult. Here are some steps to follow

Consider who will sign the letter.

| I

Most letters you write will be signed by someone else. Determine the signer’s stvle prefer

ences. Ask to see examples of previously issued correspondence and emulate that style

Be careful with tone.

Don’t be condescending or contentious. Keep all letters neutral and professional. People whe
write to the NRC have serious concerns about nucle ar power or the use or 'iw*;‘ wal of nuclear
materials, We must assure them that we share their NCer while at the same time communi

cating accurately and forthrightly information about the subject of their concerns and our role as

responsible regulators

Remember who may read the letter.

I'he truth 1s, anyone in the world may read it. Correspondence on NRC letterhead is fair gam

for evervone, including the media. Most Likely » wur letter won't be quoted on the fr nt pag ) |

The Washington Post, but you shouldn't be shocked if it is. The statements of NRC offi

routinely appear in local media around the country and, not infrequently. in the national media
L3 1

Be sure the letter is understandable to the intended reader.

As noted above, just about anyone could eventually read any NRC letter. However. vou don't
have to write every letter so that it can be understood by ¢veryone. A letter should be appropi
ate tor its pnmary intended rec ipent For instance, a letter to a professor at a scientific mstitution
could appropnately include much more technical matenal than a letter addressed to an elementary

school student

Give only the information requested and give it objectively.

Making your response as concise as appt priate serves two purposes. It redy he hikelthood

Of error and It saves time yours and the reader | much unrequested information could

even bewiider or irritate the requester. Give the relevant facts : bjectively as p ibl You

ire writi 1 member of the NR( i1 and n { t of I P i~ 1 1on

Use boilerplate or attachments whenever feasible.

1) [  § \ { Ck B nt If I W tter !

bject u are asked ind that letter has g b fficia \CUTT

nuch as p ble of the matenal already aporoved. Y \ vourself lecrease tl

p bility of error. and increa the p 1]l th ter { Kly apj L. How
must b ireful. Seld t t r I pri { r do T Y

C f ind adag to the st ton | ind part po f

10CU i f il q] £¢ t I I { 1 ‘ i {

\adre L he 1€ nake 1 t meat of I pa = B | ng i ICH

mat | Ihen y ttern ] ICKNOW ! ! spond | ren
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. ‘ WRITING THE LETTER

Reviewing Some Guidelines

Write first, polish later.

Put your thoughts down as quickly as you can. Present the information in the same way you
would if you were speaking to the person face to face. At this point, don’t worry about form or
grammar, sentence structure or spelling; just write, Once you have all your thoughts drafted, go
back to the beginning of the letter and make the necessary refinements

Structure sentences with care.

Avoid long. mult-clau e NLent that may be difficult for the reader to understand. Make
most sentences simple, and generally write in the active voice. You may use long sentences
sparingly to avoid the monotony of too many short, simple sentences strung together. But
when you writ iger sentences, be careful to structure them correctly so that subjects and

verbs agree and primary ideas are distinct from subordinate ones

Use parallel structure to convey matching ideas.

When you construct list of people, or actuivities, or concepts, always use the same format
within the list, giving each item equal weight and expressing it in the same grammatical form
if you cannot do this, rewnite the matenal so you can separate the items

Punctuation rules are like traffic law Unless you obey them you have chaos. A misplaced
comma or semicolon car mpletely change the meaning of a sentence. Remember that simpl
entences with simple punctuation are often the most understandable. (See the Handy Hand

his 1s a good time in the writing process to use your computer's spell-check feature. It wil
help vou find some typographical errors. However, it's only an aid. It won't tell you if you

used “"vou" wh vou should have used “vour.” You still have to read your letter carefully

Whi vyou have hinished ir draft and P ished it, take a break an hour or so 1s good, a day
X i | t Are the tenc lear and direct? Should a lon
) ) s | ) Is t} ;‘w[l‘fli.i:h n Ccorrec Car I
na CA VoI 1 ! idjectiy ind adverb Let the fact peax 1
he's | }

[ | { | sometim 1ld be the most important. Often a
! {1 wWddit formation. A ntact name and
I \
phone 1 b t e and n te frustratior e letter 1 ipient wall kr v whet
d { a i () NR( 1t membe f I ;»;'l‘r n perator WOI
th { L wnd
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INITED STATES
NUCLEAR REGULATORY COMMISSION

WASHINGTON D.C. 20555-000

September 5, 15XX

['he Honorable Adam Smith
United States Senate
Washington, DC 20510

Dear Senator Smith
I am responding to your letter to the Chairman dated August 29, 19XX expresfing your
concern regarding the renewal of NRC licenses for the XYZ Corporation and financial

assurance issues related to en' .conmental remediation

'he NRC staff is paying close attention to the financial issues related to the renewal of
licenses for the XYZ Corporation. NRC regulations regarding financial assurance are

very specific and require a formal written financial instrument. However. NRC may
authorize exceptions to these regulations if appropriate justification is provided

NRC did not receive a satisfactory response from XYZ in regard to financial assurance

)1

tor appropriate environmental remediation. Therefore, on June 21. 19XX. NRC sent

a formal Demand for Information to XYZ. XYZ responded on July 1, 19XX

and the NRC staff is reviewing that response. We expect to complete the review and
respond to XYZ within the next 60 days We intend to ensure that XYZ has provided
either adequate and appropriate binding financial assurance that it can meet its responsi
bilities or has provided a sufficiently rigorous justification for an ex eption

In addition to these actions on financial assurance. the staff is res iewing the technical
information provided by XYZ in support of its request for license renewal. As a result
its initial review, the NRC staff asked XYZ for additional information and is now evaluatir
XYZ's response. Concurrently the staff is conducting an Environmental Assessmen
I'he combined results of these reviews will be used as the bases for the iicense renew

decision. We will be pleased to send you a copy of the related reports when they are
|

completed

| trust this reply responds to your concerns. If you have any additional questiog
do riot hesitate to let me know. You may also dairect any questions ISephine
301 415-5555

Sincerely
Harvey Jones

Executive Director
for Operations

1
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WRITING THE LETTER

Writing Some Sample Responses

@ Consider who will sign the letter.

In this case, although the original letter was addressed to the Chairman, rhe » sponse will be
signed by the EDO

Be careful with tone.

In this case, the tone is formal, professional, and official, as would be expected in an exchange
of correspondence between two high-levei officials

Remember who may read the letter.

Although the letter i1s addressed to the Senator, it is likely to be read by many other people,
including the firm that is competing with XYZ, officials of the Department of the Army (see the
incoming letter on page 2), and, depending on the local significance of the issue possibly the

media in the Senator’s home State

Be sure the letter is understandable (o the intended reader.

You can expect the intended readers of this letter to understand such terms as “financial assur
ance financial instrument,” and “environmental remadiation.” so their use in this response is
perfectly correct. However, if you were writing to a member of the general public, you might
say something like, “NRC will ensure that XYZ has the money available to clean up the site
['his money would have to be put in a trust account in a bank and could be in the form of cash or

iritie

Give only the information requested and give it objectively.
his let*er does well tn that re ;,‘J!.i it gives the facts and does not ~,”f'\‘,|! e On POSs
Use boilerplate or attachments whenever feasible.
regarding financial assurances 1s standard, but it is used well in this letter. The

15€s8 ‘I.xi'w,\uy to send the completed reports. The text of the f ii\lm,;‘:v.ru-:
In my September 5, 1995 to you regarding XYZ.( rporation, |
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Writing Some Sample Responses
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Writing Some Sample Responses

G ] Write first, polish later.

L important when vo
Leverything vou writ

avord making pi

Use parallel structure to convey matc hing ideas.
vote the construction of this sentence: “We try to review
ther sentence, we might say I'he re sponstbilitics include rey lewing

responding Usually, either form is acceptable, but be consistent whiche

' a sentence, in a paragraph, and in a document

Use correct punctuation.

tictter, very little punct

*d 10 meet the rules

Don’t forget spell check.

Bui remember it [imitations

)y 1sn’t nece
ently already frec

numoer i1s a
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d THE HANDY HANDBOOK

Some Suggested Enclosures
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5 Bt . THE HANDY HANDBOOK

Titles in NRC Correspondence

Here are some examples of the proper use of titles in NRC corre spondence. For a more comprehensive list
see Exhibit 4 in NRC Management Directive 3.57

Addressee Address on Letter Openings and Closings
and Envelope

United >.ates Senator

Committee Chairman Honorable (full nam ir. Chairmar
United Statec Senate Chai \

United States i Honorable (full nam Dear Congressman (s irnam-)
Representative

Dear Congresswoman (surname)

Committee Chairman he Honorable (full name y r. Chairman
Heouse of Representatives
Dear Madam Chairmar

Sincerely

Professor r. or Professor (full nam Dear Dr. (surname)
Or
Dear Professor (surname)

y INCETrt

Lawyer

One individual

The ABCs of Better Correspondence




Titles in NRC Correspondence

Addressee Address on Letter
and Envelope

Openings and Closings

Two or more men Mr. (full name) and M1 Gentlemen

Full name)
Or

Sincerely

Messrs. (full name) and

(Full name)

(Local address) (Zip Code)
3

Two or more women Mrs.. Ms., or Miss {full name) Ladies
and Mrs., Ms.. or Miss Sincerely,

(Full name)

['he director summarized the action that would
be taken: after the document is approved, the
licensee will be required to cunform

i' was the worst winter of my life every week

brought snow, sleet, or ice
&

128

{(Local address) (Zip Code)

m follow a formal salutation
Dear Ms. Franklin
Dear Senator Barnes
® separate certain numerical expressions
['he ratio is 1:4
He will arrive at 3:30 p.m

I Commas I

® separate items in a series, including
adjectives

l 1 For Other Situations
f you cannot determine from the name on the incoming corresponaence if the writer 1s a man or a
woman, use “Mr.” in the address and “Dear Sir:” in the opening
If a woman has not indicated how she wants to be addressed (“Mrs.,” “Miss,” or “Ms.”), use “Ms.”
in the address and in the opening
If a letter 1s from 1 group of two or more persons but is signed only by one person, address the reply
io the individua™ who signed the incoming letter and reference the others in the opening paragraph
Colons
® introduce lists
Her division was responsible for the fol
lowing:
basic research
confirmatory research
written results
I'he test measures three areas of perfor
mance: management motives, manage
ment strengths, and leadership styles
® introduce an element to which the
writer wants to call special attention
v

footnotes, references, and bibliographies

I'he team wrote the proposal, John edited it
and the division director signed it

I'he book had a water-stained, frayed, gray

-\’I?Y‘(!\HL’

g e e e
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THE HANDY HANDBOOK

Punctuation

| Commas, Cont.

|

s usually precede coordinating ¢ onjunc-
tions that link the main clauses of a

sentence :
entenc set off letters or numbers that des.-

vl Ignate items in a series

set off adverb clauses and introductory
phrases at the beginning of sentences

set off a reference, citation, ab-
breviation, or acronym

MOnN meeting

set off items that are non-restrictive or
varenthetical (that is, words or phrases
hat add information to the sentence

but could be eliminated without alter- Periods
ing the meaning of the sentence) '

Fhe final rule, which was published ® end declarative sentences

April 1, becomes effective July |

I;’x:

separate the name of a city and its : I
State and the date and the year, but are used after abbreviations when the

they are not used between month abbreviation without the period
and year would spell 2 word

it ¢ £t
2l . pul i

( Semicolons I

® separate main clauses when they
are not linked by a coordinating
conjunction

\1\ i\'w'T‘ I«

“Dashes I

@ set off a parenthetical expression
(although they are rarely used in
formal correspondence)

separate items in a series that contain

l'here may be side eft )
commas

result of that decision

Ih re d ) ispector interviewed the forklift driver
€ entire divisior '
dministrative staff the health physicist, and the doctor: recorded
interview; and sent a copy of each tran

lr Parentheses I script to the Offices of Investigation. the In
Specic eneral, and the Creneral ( wunsel

u set off explanatory material




Word Usage

Ir Accept/Except I

Accept is a verb meaning to consent
to or to agree to. Exceptis a preposi-
tion meaning to exclude.

You must accept the responsibility that goes
with the appoimntment

We agreed on everything except the schedule

| Advice/Advise I

Advice is a noun that means counsel
or suggestion. Advise is a verb that
means to offer advice.

My advice is to sign the contract immediately

[ advise you to sign the contract immediately

| Affect/Effect l

Affect is a verb that means to influence.
Effect as a noun means a result. Effect
as a verb means to bring about.

The public utility commission s decisions
|

affect all State utilities

L hese P licy changes had a good ¢ffect on stafl

morale

The new manager effected several changes (o

the policy

I Among/Between I

Between applies to interactions be-
tween two persons or thin{.',s. Among
applies to interaction involving three
or more.

Ihis discussion 1s bemween you and me

I'he three technicians discussed the test results
among themselves before presenting their

findings

| Assure/Ensure I

Assure means to set a person’s mind to
rest; it is used with people. Ensure
means to secure from harm; it is used
with things.

| can assure you that the document will arrive

n schedule

During the meeting, the speaker assured the
audience that she would answer all their ques

[ion

Adhering to this maintenance schedule will

ensure proper operation of the system

Because/Since

Because expresses a causal relation-
ship. Since expresses time, as well as
circumstances ad conditions.

He did not attend tt 2 meeting because he was

called away on an nergency

Since 1988, the agency picnic has been held
In Septembet

Since 1 1eft the office early, | missed your tele

phone ¢ all

Due to/Because of

Due to (meaning caused by) is used
with a form of to be and modifies a
noun. Due to does not mean because
of and should not be used to begin a
sentence.

y an automobile accident

The delay. which was due to an accident

p 1o . i o
resulted in a schedule ¢ hange

the schedule was

Nuclear Regulatory Commission
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[(’ither/Nmthvr '

Either means one of two; neither is its
negative form. Use either or neither
when only two persons or ideas or
things are involved. Use or with either;
use nor with neither.

Either we complete the proposal today o

lose the opportunity to win the conts

Neither the first nor second design will be used

Farther/Further

Farther refers to distance. Further
refers to time, degree, or quantity.

Each reorganization moves s

from mine

Adding examples further impr

usefulness

I Fewer/Less '

Fewer refers to units or individuals that
can be counted. Less refers to mass,
bulk, or ideas that cannot be counted.

Fewer pe ople attend the annual meeting each

ycar
We sell fewe

Less actiy

Jupiter's

As Mi
\LZ!’H]‘;‘

difficult

Practical/Practicable

Practical applies to something t has
already been done, that is known to
be possible. Practicable applies to
something that may be possible but has
not vet been tried.

Word Usage

> |

design for the

) be practicable

Principal/Principle I

Principal means the head or chief.
Principle means a basic truth or stan-

dard.

['he presidaent of the company was the princi

speaker

We make monthly payments on the principa
of the loan

We follow the Principles of Good Regulation

I *
[ Prior/Before I

Prior modifies a noun. Prior to must
follow a form of to be and functions
as a predic ite adjective. Before is an
adverb.

he agreement signed today replaces the prior

igreement

['he report arve d before

"Shall/Must/‘Sl‘.;uid;’Ma\,/Mm Not -

In regulations, shallindicates a require-
ment, may indicates an option, and
may not indicates a prohibition. Shall
is used with indi\i(ﬁmls or organiza-
tions; must is used with inanimate ob.
jects. In guidance, such as Regulatory
Guides, should often indicates sug-
gested use.

The licensee shall check the operation of re
usable collection systems each month
['he instruction must describe the licensee's

proc edures

The ABCs of Better Correspondence @




Word Usage

A lLicensee may nor administer that dose to

humans

I'he hicensee should conduct these drills

before conducting the actual test

[ That/Which

That begins a restrictive clause that is
a necessary part of the complete sen-
tence. Which begins a non-restrictive
clause that adds information but is not
a necessary part of the complete sen-
tence.

Iraining on a simulator ensures a degree of

ompetence that cannot be learned otherwise

She walked to the warehouse, which 15 a mile

away, 10 pick up the supplies

U.S. Nuciear Regulatory Commission
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